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Section 1
Introduction

1.1 Overview

The On Demand Testing program uses software developed by the Victorian
Curriculum and Assessment Authority (VCAA). This software is referred to as
VCAA Assessment Online.

There are two components to the VCAA Assessment Online application — the
Central Server and the School Server (see Figure 1.1).

CENTRAL SERVER The 5chool

http:/ /www.aimonline.vic.edu.au

On Demand
Database

Teachers/Students
http:/ /10 XX XX XX

Figure 1.1 VCAA Assessment Online

THE CENTRAL SERVER

The Central Server is essentially a database that stores all public questions and
tests the VCAA has created for the On Demand Testing program. The Central
Server is available via the internet and can be accessed from the following web
address: http://www.aimonline.vic.edu.au

Each school is provided with a unique username and password for the VCAA
Central Server site from where they can search, preview and download tests to their
school. Contact the VCAA On Demand help desk (see page 3) if you do not have
the appropriate login for this site.

THE SCHOOL SERVER

The School Server is the other component of VCAA Assessment Online. The
school is required to install software on a compatible server at the school. This
software is supplied free by the VCAA. In government schools, this software is
installed on the CASES21 Server. Once this software has been installed and
configured, schools can download tests from the VCAA Central Server. The School
Server must be set up in order to receive downloaded tests from the VCAA Central
Server.
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The School Server operates on the school’s local network and relies on the internet
only for downloading tests from the VCAA Central Server. Once the software is
installed and configured, a dedicated website address is used to enable all users
(Teachers and Students) to access the application within the school’s network via
an Internet Explorer browser. This is the School Server homepage. The address
for the School Server is unique in each school but will consist of four groups of
digits, such as, http://123.45.67.89 (NB: this is just an example).

Teacher and students access the School Server application and sit the tests within
the school’s local area network (LAN) and do not rely on the internet during this time.
In government schools, the School Server is accessible from the Curriculum
Network even though the server resides on the CASES server on the
Administration Network.

Tests that are downloaded remain permanently on the School Server. You will need
to import student details or in government schools; synchronise from CASES and
create user accounts for other teachers at your school before you start testing
online. This is covered in Section 3 - The School Administrator Role.

Setting up test sessions, sitting tests and viewing reports is covered in Section 4 —
The Teacher Role. All test results and student information is stored locally on the
School Server.

1.2 Help

ONLINE HELP is available from both the VCAA Central Server and the School
Server. A Help link can be found on all pages in the top right hand corner of the
screen (see Figure 1.2).

7 school Server - Microsoft Internet Explorer provided by eduDesk

JFHE Edt  View Favorites Todls  Help |

| ¥z - 2] jSearchH EcztErnon - Hr #f | Bl answers + Mal - il Finance - »

Home Help | Logout

Curriculum
Test Delivery
Test Results JFiIe Edit  Wiew Favorites  Toolks  Help

:te:::int:-r..a[king | b - o - @[ @l 7| dvess [E] htpssjfumm.aimariin.vic edu.avjoninehelpfwebhe x| @G0
| ¥2 - 2] ] search| | @ et 7 nont - (e e | »

Reports
EEET—

-3 Aim_0nline - Microsoft Internet Explarer provided by eduDesk

Administration

Introduction

) About YCAA Assessment Online]
*» [Introductior
7] PC check
7] Test delivery and sitting tes
7| Mavigation

2] window bshaviour

2] Security 1
7] Disk authentication

7] Time out mechanism

7| Login attempts

. S nbout the system
o ® Accessing the system

—_—e

Welcome to VCAR Assessment Online Help

MNavigate through the help program by clicking links
inthe window at the left,

Figure 1.2 Online Help

The online help covers all functionality and includes some interactive videos. It is
the best place to go if you forget how to do a particular task or you want to
investigate other features and functionality.
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The HELP DESK - The Victorian Curriculum and Assessment Authority (VCAA) has
established a help desk for schools that can be accessed using a freecall telephone
service or by email.

- The On Demand help desk operates from 8:30 am to 5:00 pm each business
day.

- The telephone number is 1800 827 721 or 9651 4482

- The email is vcaa.ondemand.support@edumail.vic.gov.au
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Section 2
The Central Server

2.1 Logging On

The VCAA Assessment Online Central Server is where School Administrators and
Teachers can go to search, preview and download On Demand Tests. The Central
Server is accessed via the internet. Each school is supplied with a unique User ID
and Password for the VCAA Central Server.

1 Open Internet Explorer.

2 Enter http://www.aimonline.vic.edu.au in the Address field and press the <Enter>
key. The VCAA Assessment Online Central Server homepage will appear (see
Figure 2.1).

| Fle Edi View Favares Toos Help |
| Bk - = - D 2 A ”“Address &1 hitps o simeniine. vie edu auf =] @eo |JLmks

VCAA ASSESSMENT [0 3 Saaroh [ A1 - 6o

g:\lli(r:;me to VCAA Assessment VCAA ASS ESSMENT

WCAA Assessment Online provides online
assessment resources for Victarian schools.

0n Demnd L9

| ]7]7\' Internet

&) http: e, amonlin. vic.edu. aujwebboard/framesst asp

Figure 2.1 VCAA Assessment Online homepage

3 Left click on the On Demand Testing link on this page to get to the homepage for
the On Demand program (see Figure 2.2).

VCAA ASSESSMENT [0 3 Searoh [ A1 - ol

VCAA Home About Us Contact Us
Public Discussion Board

Welcome to On Demand Testing

The On Demand Testing Program has been developed to enable
teachers to assess student achievement through access to tests
prepared by the YCAR, This program is available for students in
‘Years 2-10.

Far more information and to register your school's interest in On
Demand Testing click here

For the technical requirements of using the program at your
school tlick here

To access On Demand Testing, you must be registered. If your
school is already registered, please contact your school
representative to obtain your school's login details, or
alternatively you can contact the Helndesk

Teachers and Administrators

On Demand Testing Login

Visitors

Sit & Sample Public Test

Figure 2.2 On Demand home page
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4 Left click on the link for the On Demand Testing Login link under Teachers and
Administrators and the Login window will appear (see Figure 2.3).

|
Home Help
Login
wiarning - This system is provided for the use of
authorised personnel only
User 1d: |—
Bassword: [
Lagin I Cancel I
Login
Problems Lagging In?
Warning - This systerm is provided for the use of
authorised personnel only
User Id: I
Password: |
Loginl Cancel I
< 5
Figure 2.3 Login window
5 Enter the User ID and Password supplied by the VCAA and left click on the [Login]

button. (Please Note: Passwords are case sensitive.) This will take you to the Home
menu (see Figure 2.4).

| |
Home Help | Logout

Curriculum
Test Bank

‘ o

Figure 2.4 VCAA Central Server Home menu

2.2 Searching for Tests

6 From the Home menu, select Test Bank, then Download Test and then Public.
The Download Test Search window will appear (see Figure 2.5).
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Home > Test Bank > Download Test > Public Help | Logout

- Miscellaneous -
English
Mathematics
Science

Search Criteria

Search I Reset I Page Display: | Multiple =
Test Number: Test Description:
Year Level: = Progress Test: = Test Flow: -

Figure 2.5 Download Test Search window

Note: The ‘Miscellaneous and Science’ domains are unavailable at this time

From the Download Test Search window you can narrow down your search by:
= Selecting a Domain menu, and/or

= Selecting or entering other criteria in the Search Criteria section, such as,
Year Level or Test Flow (adaptive or linear).

7 Select ‘Linear’ from the ‘Test Flow’ drop-down field in the Search Criteria and left
click on the [Search] button. A Search Result list will appear with a list of tests
(see Figure 2.6).

Home > Test Bank > Download Test > Public Help | Logout

- Miscellaneous -
English
Mathematics
Science

Search Criteria

Search I Reset I Page Display: | Multiple =
Test Number: Test Description:
Year Level: = Progress Test: = Test Flow: -

Search Result

View I

Raw Score

Number Description Frow Domain e e Niwastians Dieployed bimensian

Displayed
2018 Mathernatics 100: Murnber, Year 3 Linear Mathermatics [T 03 15 ¥ ]
2019 Mathematics 101: Number, Year 3 Linear Mathematics [ a3 15 ¥ I}
2020 Mathematics 102: Number, Year 5 Linear Mathematics [~ as 20 ¥ I}
2021 Mathematics 103: Number, Year 5/& Linear Mathematics [ 06 20 v I
2022 Mathematics 104: Number, Year 5/6 Linear Mathernatics |7 ag 20 ¥ ]
2023 Mathernatics 10S: Nurnber, Year 5/6 Linear Mathernatics [© o6 20 ¥ I}
2024 Mathematics 106: Number, Year 5/6 Linear Mathsmatics [~ 05 20 @ I
2025 Mathernatics 107: Nurnber, Year 5/6 Linear Mathernatics [ 06 20 ¥ ]
2026 Mathematics 108: Number, Tear 4 Linear Mathematics [~ 04 2o | ]
2027 Mathematics 109: Number, Year 4/5 Linear Mathernatics |7 04 20 ¥ I}

Erevious I Neitl Page: 1 of 14 Total found: 131 Displayed records: 1 - 10 Total displayed: 10

Figure 2.6 Test Search Results list

Note: If no tests appear in the Search Result list, all the criteria you have selected
maybe too narrow. Left click on the [Reset] button to start a new search.
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2.3 Previewing Linear Tests

From the Search Result list, left click to highlight a linear test you wish to preview
and then left click on the [View] button. The Linear Test View window will appear
containing information about the tests you have selected (see Figure 2.7).

Note: the Preview as PDF function has been deactivated.

Mome > Test Bank > Dewnload Test > Public > 2010 - Mathematics 100: Number, Tear 3 (Yien) Help | Logout ul
Linear Tost View
]
Test Number: 008 Description: Mathematics 100: Number, Year 3
Test Flow: Linear Source: VCAR
Pool Type: Public Status: Zvailable
Year Lewvel: 0 Domain: Mathematics
Number of Questions: 15 Authoe: weas veaa
Testing Period From: ILVEZ005 Testing Period To: PEAT/2010
Tutorial Test Number: Tuterial Test Description:
Raw Score Displayed: (=4 Raw tcore by Dimension Displayed: r
Standard Score Displayed: r Allow Multiple Enrolment: F
Time Allawed (mine): 30 Mumber Open Responds Questions: 0
Dalivery Methad: Compatr Raw Scors. Tabla: ics Translation Tabla =
wisitor Practice: r Studant Practica: r
preview | | Preview asvoE | | agswer sheet |
Allawnd Fan m
Question n Question ‘Standard Lincar Adaptive
bl QUESHON pomain  Dimension Key Arca Skl Topie Stimuhas Dt Time status  Ci (RS Paper
19087 I3 bk Mathe —
| asess a Fublic N\ Hathe DDWFI'DEI':I I
s Puble M

Prewview I Preview &s PDE I Answer Sheet

Figure 2.7 Linear Test View window

The Test View page contains information about the test you have selected.

= The Linear Test View will list details of all the questions contained within
the test such as the skill and Standard level of the question.

Left click on the [Preview] button. This enables you to preview the actual questions
that will be presented to the students when they sit the linear test (see Figure 2.8).

atics 100: Number, Year 3
Test Number:2018

Estmated Time: 20 Minutes

VAR RAL TH05T

Please type in the correct answer

9-3=[]

Question; 2 WEAR Rel. 19055

Please type in the correct answer

10-6=[]

Prints thes page.

Figure 2.8 Preview of a linear test
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2.4 Printing a Preview of Linear Tests

It is possible to print the preview of linear tests to store a hard copy reference.
(Please note that Adaptive Tests can only be administered online and
therefore cannot be printed.)

While in the preview mode, go to the File menu in the top left hand corner of your
screen and select the Print option form the drop down menu (as shown in Figure
2.8).

This will open the Print dialogue box (see Figure 2.9).

E

Figure 2.9 Print dialogue box

Select your printing requirements and the appropriate printer, and then left click on
the [Print] button.

Scroll to the end of the Test Preview window and left click on the [OK] button at the
bottom to close the window and be returned to the Linear Test View screen.

= An[Answer Sheet] is also available from the Linear Test View window and
can be printed in the same way (refer to Figure 2.7).

2.5 Downloading a Test

To download the selected test, left click on the [Download] button from the Test
View page.

A message box will appear to advise that the download has been successfully
queued (see Figure 2.11). Left click on the [OK] button to close the message box.

= The request for the download will be placed in a queue and the test will be
downloaded to your school. This occurs in the background and you do not
have to wait for the process to occur. You can proceed to search, view and
download other tests.

8 | SECTION 2 — THE CENTRAL SERVER



Microsoft Internet Explorer x|
The request For downloading the test has been queued,
Flease check the schoaol server in approximately 45 minutes

ko wverify if the kest successfully downloaded.

Flease click O ko continue,

8]4 |

Figure 2.10 Message Box

16 From the Test View window (see Figure 2.12), left click on the [OK] button to return
to the Search Criteria window and continue to search, view and download other

Mome > Test Bank > Dewnload Test > Public > 2010 - Mathematics 100: Number, Tear 3 (Yien) Help | Logout
Linear Tost View
2]
Test Number: 008 Description: Mathematics 100: Number, Year 3
Test Flow: Linear Source: VCAR
Pool Type: Public Status: Zvailable
Year Lewvel: 0 Domain: Mathematics
Number of Questions: 15 Author: weas veaa
Testing Peried From: ILOE/Z005  Testing Period To: e807/2010
Tutorial Test Number: Tutorial Test Description:
Raw Score Displayed: (=4 Raw score by Dimension Displayed: r
Standard Score Displayed: r Allow Hultiple Errolment: F
Time Allawed (mine): 30 Mumber Open Responds Quastions: 0
Dalivery Methad: Computer  Raw Scors Translatian Tabla: Muthamatics Translatioe, Tabla
wisitor Practice: r Studant Practice: r
preview | | Preview asvoe | | agswer cheet |
Allawed Fan an
Question guostion DUCSUON pomain  Dimension Key Arca  Skill Tople Stimulus SLont I (Jere matas e el Faser
secs uest
19082 23 Fublc  Mamematcs Number  Computauon sobractonof - T 10 Avakle [ =
positree whale
[ numbers |
1905% 3 Public. Mathematics Number Computstion subaraction of - = H 120 Avaisble | F
positive whols
L numbers |
19058 23 Publc  Matemames Number  Computstion subtracmonol o o 2 120 Avelstle B [ e
Dostive while _l_l
. »

Figure 2.11 Sample Test View window

2.6 Previewing Adaptive Tests
17 From the Test Search window, search for an Adaptive test.

18 Select an Adaptive test from the Search Result list and left click on the [View]
button. The Adaptive Test View window will appear containing information about
the test you have selected (see Figure 2.13).
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Home > Test Bank > Download Test = Public > 2094 - English - YR06 - Reading (¥iew) Help | Logout
Adaptive Test Yiew
QKI
Test Number: 2094 Description: English - YRO6 - Reading
Test Flow: Adaptive  Source: VCARA
Pool Type: Public Status: Available
Year Level: o0& Domain: English
Number of Questions: 30 Author: vcaa voaa
Testing Period From: Testing Period To:
Tutorial Test Number: 2141 Tutorial Test Description: onDemand - English (Reading) Tutorial
Raw Score Displayed: N Raw Score by Dimension Displayed: ]
Stardard Score Displayed: N Allow Multiple Enrolment: Ird
RoadMap: English - VELS Reading Start Standard Level: 4 Low
Low Standard Level: 2 Low High Standard Level: & High
Standard Ability: 2006 English Adaptive Ability Table Default Start Subtest: ]
¥isitor Practice: I Student Practice: ]
Download I

e 1o
Figure 2.12 Adaptive Test View window

= The Adaptive Test View does not show details of the test questions. There
is no option to preview any of the questions, so there is no preview button
for these tests. Answer Sheets are also not available for Adaptive tests.
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Section 3
The School Server (Part 1)

The School Administrator Role

The School Administrator Role has additional functions to the Teacher Role on the
School Server. This includes importing and maintaining student details and managing
users. Itis recommended that schools have more than one School Administrator as
this role is also able to reset users if required.

3.1 Importing Student Details

Instead of manually entering all student details individually, it is possible to import
student details from other applications. Student details can be imported into the On
Demand data base by the VCAA Assessment Online School Administrator.

For Government Schools, this can be done through the [Sync From CASES...]
button.

For Non-government Schoaols, this is possible through the [Import Students] button.
A file of student details in the correct format is required.

3.1.1 Government Schools
To synchronise student details from CASES:

1. Open Internet Explorer and log into the School Server homepage via the
Administration System (authorised users only) link (see Figure 3.1).

For login instructions to the school server, please refer to Section 4.1 of this guide.

The School Server IP address can be placed as a favourite or a link on the school’s
intranet for easy access by students and teachers.

edube =18l x|

| Fle Edt wew Favortes Took Help

| Back - = - @ [A A ”Haddress [&1httpipi10.10.25.47/ = Pa Hum E

VCAA ASSESSMENT[ ] &

Welcome to the School Server Homepage

YCAA Assessment Testing

To begin a test, click on Start Test below, This will open a new browser window for you to enter your login details,
Good Luck.

e Start Test
To practise a test, click on Practice Test below. You will need your login details and the Test Number.

® Practice Test
School Server Links

e Administration System (authorised users anly)

of

&=

[ [ B8 Localintranet

Figure 3.1 VCAA Assessment Online home page
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2. From the Home menu, select Student Tracking and then School. The School
Search window will appear.

3. Left click on the [Search] button to display the School Search Result list (see Figure
3.2).

= Student Tracking > Sthoal Help | Logout

El
[Eioom T B =

Figure 3.2 School Search window, with school details

4. Left click to highlight and select from the Search Result list, and then left click on
[View] button. The School View window will display data containing complete details
for the selected (your) school (see Figure 3.3). Please contact the VCAA if these
details are incorrect.

Sehoal: VEAR Damanatration Scheol 02

Schosl Code: AN

RS0 Mbrs 12M567002

Discrse: Like School Code:
Region: Marthern Hetropaktan Reghn SES Codes
soctor: Gavernmant

hulti Campus Indicator: r

oot Stwdenss | | Exeert Sudents | | tmeorthesits | | Sweceemcases. |

El
[Eioom T B =

Figure 3.3 Sample School View window

5. Left click on the [Sync From CASES...] button. The Sync From CASES window will
appear (see Figure 3.4).

12 | SECTION 3 — THE SCHOOL SERVER



> Student Tracking > Sthoal > View > Sync Fram CASES... Help | Logout

=
[Bioem T B =

Figure 3.4 Sync From CASES window

6. From the Year Level selection box, select a specific year level to synchronise OR
leave this field blank to synchronise all year levels at your school.

7. Left click on the [Synchronise] button. If the synchronisation is successful, a
message will appear (see Figure 3.5).

Microsoft Internet Explorer

& The Synchronisation was successful, Click OK to continue

Figure 3.5 Message that will appear if synchronisation is successful.

8. Left click on [OK].

Note: To confirm that student details have been correctly imported, return to the
Student Tracking menu, select Student and then perform a search on the imported
student data. (See the ‘Students’ folder in the online help files)

3.1.2 Non-Government Schools

Non-Government Schools will need to create a file containing student details as specified in
the table on page 18. This file may be created by extracting student data from the school’s
administrative package. It is essential that the order and format of the data is correct. The
file must be saved in comma delimited (CSV) format. A sample of a student import file is
shown in Figure 3.6.

Once the file has been created and saved in CSV format, you are ready to import.

SECTION 3 — THE SCHOOL SERVER | On Demand Teachers Training Manual | 13



& SCHOOL172_040504 - Notepad =10(x
Fle Edt Format Help

laaB0l, Matthew, James , AABRYM, MALE, Moy 28 1989,0,1,0,0,0,E1, 07 -
BO4, Omar, , ABBAS, MALE, Jul 11 1%8%,0,0,0,0,0,71,07 =

ABE02, Philip, Joe, ABELA, MALE, Jul 10 1989,1,0,0,0,1, 7H,07

ACEQZ,Diana, , ACEVSKI, FEMAL, fipr 12 198%,1,0,0,0,0,4E,07

lADI 02, Mary, Susan, ANDERSON, FEMAL ,May 14 198%,0,0,1,0,0,1H, 07

lapadl, John, ,Goh,MaLE, Jan 20 1989,0,0,0,0,1,44,0

LALODl,Mar?are:,,ALLEN,FEMAL,Apr 28 15%8%,0,0,0,1,0, 5,07

ALPO3, PhiTip, Fredrick, ALLEN, MALE, Jun 30 198%,0,0,0,0,0, 78, 07

AMNADS, Rachael, , ANDERSON, FEMAL, Jun 11 198%,0,0,0,0,0,64,03 |~

ATEOL, Simon, , ATKINS,MaLE, Dec 18 19%89,0,0,0,0,0,5E,07 ﬂ

Figure 3.6 Sample Student Details Import file in the correct format

To import student details from other applications:

1 Open Internet Explorer and log into the School Server homepage via the
Administration System (authorised users only) link (see Figure 3.7).

The School Server IP address can be placed as a favourite or a link on the school’s
intranet for easy access by students and teachers.

edube LT
Fie Edt view Favortes Todks Help |
gk - & - @ [8) | 7| address [ oz 1025477 ] oo |[unks >

VCAA ASSESSMENT[117113 .

Welcome to the School Server Homepage

YCAA Assessment Testing

To begin a test, click on Start Test below, This will open a new browser window for you to enter your login details,
Good Luck.

e Start Test

To practise a test, click on Practice Test below. You will need your login details and the Test Number.
® Practice Test
School Server Links

e Administration System (authorised users anly)

of

&=

[ | |8 Localintranet
Figure 3.7 VCAA Assessment Online home page
2 From the Home menu, select Student Tracking and then School. The School
Search window will appear.
3 Left click on the [Search] button to display the School Search Result list (see

Figure 3.8).
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Help | Logout

cha
WCARDE VCAR satn Sehool 02 13 s rEE VAR Laptop (DEHD) |

|[EremuE | U] Page:lof 1 Totslfound:l Displayed records:l-1 Total displayed: L

El
[Eioom [ T P

Figure 3.8 School Search window, with school details

Left click to highlight and select from the Search Result list, and then left click on

[View] button. The School View window will display data containing complete

details for the selected (your) school (see Figure 3.9). Please contact the VCAA if

these details are incorrect.

Help | Logout

School: VCAA Demonstration Schol 04
Schoel Code: VCAADS
RSB Nbr: 1234567804
Diocese: Like Scheol Code:
Region: MNarthern Metropalitan Region SES Code:

i Government
Multi Campus Indicater: r
__lmpect Studerts | Export Students | Rosults
EBastal Address
Stroct:
Suburb: VCAR (DEHDE
State:
Posteode:

|
[Eivew T e esavaranst

Figure 3.9 Sample School View window

Left click on the [Import Students] button. The Import Students window will be

displayed (see Figure 3.10).

SECTION 3 — THE SCHOOL SERVER | On Demand Teachers Training Manual
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6

7

3> hocd Server - St roanlt i prot Exphres rsvided by ek
| #e £m vew  Feartes oo Hep

Home = Studmit Treacking > Sehoal > View > Imprt Stadmts Help | Logout

Tinpart Students

T YT

Flease select the Data file to uplosd (C5V Oniy)

File Hames [ e |

Import Students Fields marked by * are mandatory.

Irmport I Cancel I

Please select the Data file to upload {CSWY Only)

File Hame*: I Browsze... I

Figure 3.10 Sample School View window

Left click on the [Browse...] button. The Choose File window will appear (see
Figure 3.11).

Ceoy
CJoE
[:I Im.
D me
[:I Ma
[:I Me
[:I To
Cawe
1 AIMDS My Testing Cavel
1 AIMDS Tesking Sept-Cck 2006 '35'
1 CATS and UAT e

File: name: I j Open

IiF.

Files of type: f & Files () =] Cancel

Figure 3.11 Choose file dialogue box

Locate and select the Student Import file and left click to [Open].

Left click on the [Import] button. If the import is successful, the School View
window will appear and the process will be complete. If the import is unsuccessful,
the File Download dialogue box will appear (see Figure 3.12) and a log file will be
produced describing the reason for the import failing.

e Downad
@ You are downloading the file:
z_enorlogfrom 210.17.43.1 31

“Would you like to open the file or zave it to your computer?

Open I Save Cancel ‘Moare Infa

¥ flways ask before opening this e of file

Figure 3.12 File Download dialogue box
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9 Left click on the [Open] button. The log file will be opened. Figure 3.13 shows a
sample error log file.

& SCHODL172_040504b[1] - Notepad
File Edit Format Help

AABOS, Omar, , ABBAS, MALE, Jul 11 198%,0,6,0,0,0,7I,07 |Import 3
ailed: Irnwalid field values ['Tywpe mismatch' (13)]

| tmport failed: Invalid field values ['sSubscript out of

range' (97]

Figure 3.13 Sample error log file

10  Rectify errors in the student import file.
If Student Details Import fails, the file format may be wrong. Common reasons are:
= the file is not saved in comma delimited (CSV) format
= there are fields missing
= there are fields in the wrong order
= field lengths are wrong
= data formats of fields are wrong.

= Columns still have their headings

11  Re-try the Student Details Import process.
Note: To confirm that student details have been correctly imported, return to the

Student Tracking menu, select Student and then perform a search on the imported
student data. (See the ‘Students’ folder in the online help files.)
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Format for Student Details Import file

Field In the field... Enter this information... Mandatory?
1 Student Code This is the unique student identifier Yes
2 First Name Student’s first name Yes
3 Middle Name Student’s middle name. If empty then you must still No

include the comma, e.g. John Anderson would
be ,John,,Anderson,
4 Surname Student’s surname Yes
5 Gender MALE for male and FEMAL for females Yes
Will also accept M, MALE, F , FEMALE values
6 Date of Birth Student’s birth date in: Yes
MMM dd yyyy format, e.g. Apr 3 1994 Or
dd/mml/yyyy format, e.g. 24/03/1994
(Ensure PC is in Australian or United Kingdom
date setting to ensure date and month are not
switched around inadvertently)
7 LBOTE 1 if the student has a language background other than Yes
Language English, 0 if not
Background Will also accept Y, Yes, T, True for 1
Other Than Will also accept N, No, F, False for O
English
8 ATSI 1 if the student is an Aboriginal or Yes
Aboriginal or Torres Strait Islander, O if not
Torres Strait Will also accept Y, Yes, T, True for 1
Islander Will also accept N, No, F, False for 0
9 Disability 1 if the student has a disability, O if not Yes
Will also accept Y, Yes, T, True for 1
Will also accept N, No, F, False for 0
10 EMA 1 if the student is receiving the Education Yes
Education Maintenance Allowance, 0 if not
Maintenance Will also accept Y, Yes, T, True for 1
Allowance Will also accept N, No, F, False for 0
11 ESL 1 if English is the student’s second language, O if not Yes
English as a Will also accept Y, Yes, T, True for 1
Second Will also accept N, No, F, False for 0
Language
12 Home Group Student’s home group. If empty then you must still No
include the comma
13 Year Level Can be as 7, 8, 9 etc or with leading zeros, Yes

i.e. 07, 08, 09 etc
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3.2 Creating Users

When creating user accounts for teachers on the School Server, the Login ID must
be unique. One suggestion is to use DEECD Employee Number or PIN codes as
this is something that teachers will easily remember. The password may be set as
‘password’ in the first instance and then teachers should be advised to change their
password when they first log in.

Users can be assigned either a ‘“Teacher’ role or a ‘School Administrator’ role or
both as required. The School Administrator has additional administrative functions
such as setting up and maintaining student details and other user accounts. It is
advised that there are at least two School Administrators at a school.

Open Internet Explorer and log into the School Server homepage via the
Administration System (authorised users only) link (see Figure 3.14).

T 18l

| Fle Edt Wew Favortes Took Help

| @Bk - = - @ it | ”HAddrass IEhttp:”lD.lDzSA?f ~| P HLm)@ &
5]

VCAA ASSESSMENT [T

Welcome to the School Server Homepage

YCAA Assessment Testing

To begin a test, click an Start Test below. This will apen a new brawser window for you to enter your login details.
Good Luck.

® Start Test

To practise a test, click on Practice Test below. You will need your login details and the Test Number.
® Practice Test

School Server Links

e Administration System (authorised users anly)

1o

e

[ B ocalinranct

Figure 3.14 VCAA Assessment Online home page

From the Home menu, select Security, then select Users. A Search window will
appear with a [New] button (see Figure 3.15).

a‘u‘.‘mﬂlEﬂfnr Miceosoft Intermed Enplorer prvided by edulesk = Ed
| P Em ew Fretes ook Mab

Home > Security > Users Help | Logout

lsearchicriters |

Eserch | [Henst] age Display: [Fbele =

vogon B [T Swenames [T Eeesteawss [T

status: | - Sghesl: [ Sgurce: I =

— =4
| T D

Figure 3.15 Users Search window
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3 Left click on the [New] button. This will open the User Edit window (see Figure

3.16).

Home > Security > Users > New Help | Logout

tegompd*: [ First Hame": | —

Hiddle Name: [ Surname*: | —

Sourcat: = Status: s

L — Confiem Password®s [

=

P oata Access

7 P |

ot

|

e || ntranet

Figure 3.16 User Edit window

4 Enter the following information to create a new user.
Field... Information...
Logon Id User ID
First Name User’s first name
Middle Name User’s middle name (optional)
Surname User’s family name
Source Always select ‘School’ from dropdown list
Password User's password (mandatory when creating a user)

Confirm Password

User’s password (mandatory when creating a user)

Click on the ﬁ button to open the School Search

School window. Click on the [Search] button to display and
select your school.
Click the Roles tab, then [Add] to enter roles. Multiple
Role roles can be selected by clicking on the [Add] button
again.
5 Left click on the [OK] button to return to the Users Search and Results window.
6 Perform a search from the User Search window to confirm that the user has been

successfully created.
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Notify the user of their account details and advise them to change their password
when they log in.

3.3 Resetting Users

Reactivating a user allows the user to access the VCAA Assessment Online system
after a period of not being authorised to, or if the user is locked out after exceeding
the maximum number of login attempts. Note: As a security measure, the system
allows three attempts at logging in before a user is deactivated.

Open Internet Explorer and log into the School Server homepage via the
Administration System (authorised users only) link (see Figure 3.17).

edube 15|
| Fie Edt view Favortes Took  Help ‘
| Bk - > - D [F | ”Hnnnnm [&1heepiin0.10.25.47 =] Pea Hlmks »

VCAA ASSESSMENT[ ] .

Welcome to the School Server Homepage

¥CAA Assessment Testing

To begin a test, click on Start Test below, This will open a new browser window for you to enter your login details,
Good Luck,

o Start Test

To practise a test, click on Practice Test below, You will nesd your login details and the Test Number.
e Practice Test

School Server Links

o Administration System (authorised ussrs only)

Lof

B

[ [ B8 Localintranet

Figure 3.17 VCAA Assessment Online home page

From the Home menu, select Security, then select Users. A Search window will
appear (see Figure 3.18).

7 sietool Server - Microsolt Inkermet Enplurer privited by edudiesk x
| P £ s Fremtes  Trow Hap

Hame > Security > Users Help | Logout "

=.|

Search Criteria L —

T T | Page Display: [Mubple =

bagon bk [T Rwenames [T Eesteames [T

status: | - Sghesl: [ Sgurce: I -

£

| [ L

Figure 3.18 Users Search window

Enter details in the Search Criteria window and then left click on the [Search] button.
This should display a result list of matches to your search criteria (see Figure 3.19).
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If the result list does not list the user you are searching for, left click on the [Reset]
button and try the search again.

age Display: [Fbele =

I Burns
Laura

vy

Smith Active

WWCAR Demansiranon Szhoal 04

| e

WCAR Demonsiration School o4
S| ] eamessoaf 1 Tatal fewnd: 1 Displayed eecordu: 12 Takal displayed: 2

':-!
[T lfocineranst I

Figure 3.19 Users Search Result list

When you have located the user, select by clicking onto the row to highlight that

user and left click on the [View] button (see Figure 3.19). This will display the User

View window (see Figure 3.20).

eduDe
JFiIe Edit View Favorites Took  Help

Home > Security > Users > ¥iew

Bl =181 x|

Help | Logout

Logon Id:  larryb
Source: School
Status:

Name:
School:
Logon Attempts:

Larry Burns
VCAA Demonstration School 04
Active 5

Make Nonactive | gmtl Delete |

Make active |

I —
2]

PP pata Access

Description
Teacher

el

Figure 3.20 User View window.

.
M Eeames |

You will note the number of Logon Attempts will be a number greater than 3. Left

click on the [Make Active] button to reset the user (see Figure 3.20). The Logon
Attempts will update to 0 and the user has been re-activated.
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Section 4
The School Server (Part 2)

The Teacher Role

There are two main roles used by the On Demand Testing program. They are the
Teacher role and the School Administrator role. The basic difference between the
two is that the School Administrator has added functions, such as maintaining
student data and users of the system. Both roles can set up test sessions and view
reports on student test results. You may wish to allocate one or two users at the
school with the School Administrator role and have all other users with the Teacher

role.

Note: School Administrators need to assign a Teacher role to their login to create
new classes.

4.1 Logging On

1 Open Internet Explorer.

2 Enter the School Server IP address in the Address field and press the <Enter>. The
School Server home page will appear (see Figure 4.1).

The School Server IP address can be placed as a favourite or a link on the school’s
intranet for easy access by students and teachers.

e =18l x|
| Fle Edt View Favortes Took Help |
| @Back - = - D a4 | ”Hnddress @http:ﬁlﬂ.lﬂ.ZEA?] = @ |JLm>@ &
i
VCAA ASSESSMENT [1111113
Welcome to the School Server Homepage
YCAA Assessment Testing
To begin a test, click on Start Test below. This will opan a new browser window for you to entsr your login details.
Good Luck,
® Start Test
To practise a test, click on Practice Test below, You will need your login details and the Test Number,
e Practice Test
School Server Links
® Administration Systern (suthorised users only)
4 |_"_I
& [ &8 Localinranet

Figure 4.1 School Server homepage

3 Left click on the link for the Administration System (authorised users only) and
the Login window will appear (see Figure 4.2).
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Home Help

warning - This system is provided for the use of
authorised personnel only

User 1d: l— -

Password: l—
\ Warning - This system is provided for the use of

Login | | Cancel U

_I_I authorised personnel only

Problems Lagging In? User Id: I
Passwaord: I

I=|:|ginI Zancel I

il

4

Figure 4.2 Login window

Enter the User ID and Password supplied, for accessing the Administration System,
and left click on the [Login] button to display the Home menu (see Figure 4.3).

Home Help | Logout ‘

Curriculum

Test Delivery

Security

Student Tracking H
ome

Reports

Curriculum

Test Delivery
Security

Student Tracking
Reports

Figure 4.3 Home menu for the Teacher Role

4.2 Creating a Test Session

Open Internet Explorer and log into the School Server homepage via the
Administration System (authorised users only) link.

2 From the Home menu, select Test Delivery, then select Public. The Test Search
window will appear (see Figure 4.4).
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Home > Test Delivery > Public Help | Logout

- Miscellaneous -
English
Mathematics
Science

Search Criteria

Search I Reset I Page Display: IMLI|t\D|E -
Test Number: | Test Description:
Year Level: = Progress Test: = Test Flow: -I

Figure 4.4 Test Search window

From the Test Search window you can narrow down your search by:
a. Selecting a Domain menu, and/or

b. Selecting or entering other criteria in the Selection Criteria section, such
as, Year Level or Test Flow.

When you have made a selection, left click on the [Search] button. A Search
Result list will appear with a list of tests (see Figure 4.5).

Home > Test Delivery > Public Help | Logout

- Miscellaneous -
English
Mathematics
Science

Search I Reset I Page Display: IW
Test Number: l— Test Description: l—
Year Level: m Progress Test: Iﬁ Test Flow: lﬁ

Search Result
Eiewl Sessions I

Raw Score
Number Raw
N T:st Description :FSt Domain _I:_rogress Iearl of Score D? o
umber ow es evel o ections Displayed Dimension
Displayed
2025 Mathernatics 107: Mumber, vear 5/6 Linear Mathematics [ 06 20 @ [}
2029 English 109: Spelling.Year 4/546 Linear English ] 04 24 ¥ ]
2055 English 100: Reading.rear 5/6 Linear English I 0s 22 ¥ ]

Figure 4.5 Test Search Results list

Note: If no tests appear in the Search Result list, then there are no tests that match
the criteria you have selected. The search criteria you have entered may be too
narrow. Left click on the [Reset] button to start a new search.

If you do not select a domain or make a selection from the Selection Criteria section,
then the Search Result list will display all tests that have been downloaded to the
school server at your school.

From the Result List, left click to highlight the test you require and then left click on
the [Sessions] button, as shown in Figure 4.5. A Test Sessions Search window
will appear (see Figure 4.6).
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|

Home > Test Delivery > Public > 2052 - Mathematics 123: Number, Year 7/8 Help | Logout

Hew

Search Criteria
Search I Eesatl Page Display: |Multiple =
Test Session Activation Date: |

‘ o

Figure 4.6 Test Sessions Search window

6 Left click on the [New] button as shown in Figure 4.6. The Test Session Edit
window will appear (see Figure 4.7).

The Activation Date* and Activation Time* displayed in the Test Session Edit
window will default to the current date and time. Edit this if desired, then enter the
Key Life (hrs)* and click on the [Apply] button.

For Linear tests only, Test Session Length (mins) should be entered to control
how long the students will have for their test.

Home > Test Delivery = Public = 2025 - Mathematics 107: Number, Year 5/6 = New Help | Logout

Test Session Edit Fields marked by * are mandatory,

Test Session Key:

Activation Date*: 3/9/2007 Activation Time*: |3:54 PM
Key Life (hrs)*: I Test Session Length {mins): I
Raw Score Displayed: Il Raw Score by Dimension Displayed: C

Enrolment Required: u

ﬂpplyl Cancel I

Figure 4.7 Test Session Edit window

7 Note down the session key displayed in the message box (see Figure 4.8) and left
click on the [OK] button to close the message box. This session key is to be given
to the students for logging into the test.
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Microsoft Internet Explorer x|

& The Session Key is: GC3IZS0LS.  Please note down this session key.

04 |

Figure 4.8 Message box

Left click on the [Cancel] button in the Test Session Edit window (see Figure 4.7) to
return to the previous screen. You will be presented with a list of all Session Keys
for this test including the one you have just created (see Figure 4.9).

=

Home > Test Delivery > Public > 2052 - Mathematics 123: Number, Year 7/8 Help | Logout

New

Search Criteria
Search I ResEtI Page Display: | Multiple -
Test Session Activation Date: |

Search Result

View I gditl Students I

Session Key Activation Date/Time Key Life (hrs): Length {mins) Status _ Enral Req
BHSBW32Y 26/10/2006 5:48:00 PM 99939 Open W
GC32I0LS 30/11/2008 12:41:00 P 24 Open [
PALCVYQZ 14/11/2006 12:20:00 P 99939 Open W

Erevmusl Negl Page:1 of 1 Total found:3 Displayed records: 1 -3  Total displayed: 3

‘ s

Figure 4.9 Session Key list

NOTE: Session Keys that have expired can be reactivated by editing the key life,
date or time. This will replace the expired Session Key with a new one.)

4.3 Logging into a test

Students should be advised to open an Internet Explorer window and go to the
School Server homepage (see Figure 4.10).

For quick access it is a good idea to have the School Server homepage saved as a
favourite or a shortcut on the desk top of each work station.
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edube =18l x|

| Fle Edt Wew Favortes Took Help

| @Bak - = - D a4 | ”Hnddress |@http:ﬁ1n.1u254?] | P HLW@ &

VCAA ASSESSMENT [T -

Welcome to the School Server Homepage

¥CAA Assessment Testing

To begin a test, click an Start Test below. This will apen a new brawser window for you to enter your login details.
Good Luck.

® Start Test

To practise a test, click on Practice Test below, You will need your login details and the Test Number,
e Practice Test

School Server Links

o Administration System (authorised ussrs only)

Lo

[ B ocalinranct

Figure 4.10 School Server home page

Students should left click on the Start Test link.

You will need to provide the students with the Session Key that you have created
for the test you wish to administer - from the section on ‘Creating a Test Session’.

Other information that students will need in order to log in and complete the test is
their Student Code and their Day and Month of Birth (see Figure 4.11). For
Government schools, the Student Code is the student’'s CASES ID.

Session Key: ||

Student Code:

|
Day of Birth: m
I j‘?

Month of Birth:

I:Dginl Cancel I

Figure 4.11 Student login screen

Once they have entered the required details, the student should left click on the
[Login] button. The student’s details will be displayed and the student will need to
confirm that this is correct before proceeding with the test (see Figure 4.12).

Confirm Test Session

Student Mame: Fred Flinstone
Student Code: b21001
Date of Birth: 01/01/19585

Test: Enaglish - YRO& - General

If any of these details are incorrect do not continue,
Please call your teacher now,

cancel |

Figure 4.12 Student confirmation screen
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Problems starting the test?

Check pop-up blockers are disabled.
Check that ActiveX controls are enabled.

If using Windows XP with Service Pack 2, check that additional set up has been
completed. Refer to the helpdesk for advice on this.

4.4 Completing a Linear Test

Things to know about Linear Tests:

A linear test is a test which has a set number of questions. Each student sees
the same set of questions and they are presented to every student in the same
order.

When students sit a linear test, they will have a [Next Question], [Previous
Question], and a [Summary List] button from which they can navigate their
way through the test (see Figure 4.13).

A score can be displayed to the student at the end of the test if this option has
been selected when the Session Key was created (see the Online help pages
for further details).

=
Here are the credit card accounts for four people
Andrew -$135
Bew -$123
Carl -$150
Diane -$126
Which person owes the least amount of money on their credit card account?
Click on the correct answer
A. ¢ Andrew B. © Bev C. o Cal D. ¢ Diane
Question Mo: 5 Previous Question l Summary List I Mext Question l VCAA Ref. 18210

Figure 4.13 Linear Test view

4.5 Completing an Adaptive Test

Things to know about Adaptive Tests:

An adaptive test is a test of a student’s ability. Each student is presented with a
set of questions and depending on how they answer the questions, the next set
of questions they are presented with will be of either a higher or a lower level of
difficulty. As the student progresses through the test they will be presented with
a unique variety of questions to suit their ability.

Due to the nature of adaptive tests, it is NOT possible to go back to previous
questions to change or review responses. Students can only move forward to
the next question (see Figure 4.14).
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= Each question is timed. A warning is presented on the screen 10 seconds
before the time expires (see Figure 4.14).

= |f a student skips a question or the question times out before they have given a
response, then that question will be marked as incorrect.

On his way home from school Greg saw this sign in the milk bar.

Can you help us?
We are going for a holiday to
Sandy Bay and we need someone to
look after our dog Ralph

Please come to 33 Station Street if
you would like to help

Sylvia Wareno

Who is asking far help?

Click on the carrect answer.

e Give your answer now.

B. Sand 1
o pa Mext Questian I
D. © Sylvia

Give your answer now. /
Question Mo: 21 MNext Question I

WCAA Ref: 16903

Figure 4.14 Adaptive test view

4.6 Interrupting a test

Tests can be temporarily or permanently stopped by teachers if required. To do this:

1 On the student’'s workstation as they are sitting the test, press the <Ctrl> and <K>
keys on the key board at the same time.

2 An administration login window will appear (see Figure 4.15). Enter your own
administrator or teacher username and password in the fields and left click on the
[Login] button.

Fields marked by * ars mandatery,
Warning - This system is provided for the use of
autharised personnel only
User1d*:  [oww
Bassword*: [ammeer

Login I

Figure 4.15 Administration Login page for interrupting tests
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The Student Test Administration window will appear (see Figure 4.16) where you
can make one of the following selections:

= [Pause] — will temporarily pause the test and any associated timers. The
student can click on the [Continue] button on the screen when they return, to
resume from the last question they were at.

= [End Test] — will end the test and save all responses that the student has
competed up to this point.

Note: It is recommended that the END TEST feature is NOT used for
Adaptive tests. Students need to complete all questions of an Adaptive test in
order to generate a valid score.

= [Cancel Session] — will end the session but will NOT save any of the
responses that the student has completed. Students can login to the same test
at a later date using the same session key.

Student Test Administration

Student Name: Julis Roberts

Student Code: b91003

Date of Birth: 01/01/1385

Test: English - YRO7 - General

Pause | | End Test | | Cancel Session |

Dad tells Sue to come to him. He says, " N

Which one of the following correctly fills the gap? Student Test Admimistration

Click on the correct answer. Student Name: Julia Roberts

A. © Sueis here Student Code: bo1003

B. ¢ Howis Sue? Date of Birth: le"Dl.-"l‘BSS

C. © Whers is Sus? Test: English - YTRO7 - General
D. & Come here, Sue. Pause I End Test I Cancel Session I

Figure 4.16 Student Test Administration window

4.7 Generating Reports

It is possible to generate reports immediately after students have completed tests.

Open Internet Explorer and log into the School Server homepage via the
Administration System (authorised users only) link (see Figure 4.17).

| Fle Edi view Favortes Tooks  Help

| emack - 5 - @[5 ] 7| addess [€] it tozs.e ] @0 [[unks >

VCAA ASSESSMENT 171113 =

Welcome to the School Server Homepage

YCAA Assessment Testing

To begin a test, click on Start Test below, This will open a new browser window for you to enter your login details,
Good Luck,

® Start Test
To practise a test, click on Practice Test below. You will need your lagin details and the Test Number.
® Practice Test

School Server Links

e Administration System (authorised users only)
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Figure 4.17 VCAA Assessment Online home page

From the Home menu, left click on the Reports menu. This will open a Reports
Parameter screen in a new window (see Figure 4.18). You can choose to maximise
this window if required.

Home Help | Logout
Curriculum
Test Delivery
Security
Student Tracking
Reports
2} ¥CAA Assessment Dnline - Microsoft Internet Explorer provided by eduDesk — ol x|
Help | Close
VCAA Assessment Online Reports Parameters
Program: On Demand Test -
Report Type: Linear Test Reports -
Report Name: I =]
4| | _"_I
| &) Done [ & Localintranet 7

Figure 4.18 Report Parameters window

Select the Report Type depending on the type of test you wish to view results for -
Linear or Adaptive (see Figure 4.19).

Help | Close
YCAA Assessment Online Reports Parameters
Program: On Demand Test -
Repart Type: Linear Test Repors k3
Report Name: | ;l
o1 _'lJ

Figure 4.19 Maximized Report Parameters window

Select a Report Name from the list (see Figure 4.19). This will display a Selection
Criteria window (see Figure 4.20).

I Selection Criteria Fields marked by * are mandatory

Clear |

Test Number * ¢ Test Descrption : I
Year Level : | Class Code : I
Home Group : = Student Name : | =1

| @Al Tas  Spoys ‘

Date From: | g
G O ) ‘
| All LBOTE Mot LEOTE Date To: I—

| B ol Catsr € ot atsl ‘

Figure 4.20 Selection Criteria window
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Enter the Test Number then either press the [Enter] key on your keyboard or left
mouse click to enable the other options for selection (see Figure 4.20).

Make further selections from the Selection Criteria options to narrow down to the
data and result you wish to view. For instance, you may want to run the report for a
particular Home Group, Year Level or date (see Figure 4.21).

Help | Close

VCAA Assessment Online Reports Parameters

Program: On Demand Test hd
Report Type: Linear Test Reports -

Report Name: IEIudEnI Fercentage Comect by Question Standard Level{Linear) =

Test Number *: [2052 Test Description : [athamstics 123: Humber, Year 778
Year Level : All - tlass Code :
Home Group : [l = Student Name : [ =i

| @Al Caids O oBoys |
Date From:
| Date To: |—§

| @l Ceote  © Mot LeOTE

| @l Catsr C owotATSI |

Preview Repart —

e T

Figure 4.21 Selection Criteria window with parameters selected

Left click on the [Preview Report] button. The Report page will open in a new
window (see Figure 4.22).

Print | Export | Close
e S
e
Timar aAE Ph
F ge Correct by
Level {Linear)
Test Nurmber: 052
Test Duescripbaoes MATemEcs 123 Mumiber, Yedar P
EacEnum Scone %
Date From: Arry
Datn To: X7 Now 2006
(vear Level: all, Home Group: all, Gender: All, LBGTE: All, ATSE AK)
Sunderd Lewak 4 § B ‘Md‘..
Sludent Mambar of Nt ot Hargar of
“Studendt Hame o Test Date i & Correct: C I % Correct: o %% Cormrect
12006
Barrery Rubble w02 112911 a0 T T 18 () 2 =00 "
AR
[— s | RIS ¥ o0 1 i 1 00 18
) QAN
(Ervis Presiey 0t 006G 05 58 P T s 16 na Z 0 L]
26 Q00
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Figure 4.22 Preview Report window

To print reports, left click on the Print link to open a Print Dialogue box. You may
need to change the print orientation to Landscape. The Print link can be found in
the top right corner of the Preview Report window (see Figure 4.22).

Reports can also be exported into a Word document. Left click on the Export link.
The Export link can be found in the top right corner of the Preview Report window
(see Figure 4.22).

When you have finished, left click on the Close link to close the report page before

you select another report to preview. The Close link can be found in the top right
corner of the Preview Report window (see Figure 4.22).
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FREQUENTLY ASKED QUESTIONS

To check the version of On Demand currently on the school server

0 Bring up the School Server login page but don’t login. Click on the link below the login
box problems logging in? The version is in the top right hand corner of the following
page. Build 92, Version 2.31.0 is the current version.

Can't see the NEW button when trying to setup new classes?

0 The School Administrator login has only being assigned an administrator role. The
teacher role must be assigned to the login as well.

Login to the On Demand school server using your administrator login. Follow the menu
path: Security > Users and click on the search button to find your login. Highlight your
login and click on View. The click on Edit. In the Role box click on Add

in the Second pull down menu, select the Teacher role. Now you have 2 roles
assigned to the login. Click on Apply and OK.

Problems generating reports?

o If you cannot display the Report Parameters window or the Preview Report window, you
may need to check that pop-up blockers have been disabled for this site. Refer to
pages 35-44 on disabling pop-ups.

Problems logging in to the test?

0 There are several places to turn off the pop-up blockers; the tool bars at the top of the

page and Tools >> Internet Options. Refer to the following pages if you require
assistance with this.

o If using Windows XP, SP2, ActiveX components need to be installed to allow the IE
windows to open to a full screen. A link can be found when clicking on the Start Test link
on the front page of the School Server homepage 'Some required setting on this
machine is missing’ Click Here to Update the Setting on this Computer.

During the test, a dialog box appears saying ‘Do you want to allow this webpage to access
your clipboard?

o IE7 will ask the user every time it copies or clears the clipboard. In IE7 click on Tools

>Internet Options >Security >Custom Level >Scripting >(Set) Allow Programmatic
Clipboard Access (...to Disable)
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How to Enable/Disable Popular Pop-up Blockers

This document was written for the AIM Data Service but can be used for any
site

The pop-up blocker program is a part of Windows XP, Internet Explorer, a third-party add-on
program, or even from installed anti-virus software such as Norton Antivirus/Personal
Firewall.

With hundreds of pop-up blocker softwares in the market today, it is impossible to provide all

instructions on how to enable/disable this ‘sometimes-annoying’ feature. Please refer to
your pop-up blocker software’s manual for more information.

The instructions are below on how to disable blocking on some popular Pop-up blockers.

1. Microsoft XP Service Pack 2

To temporarily disable the pop-up blocker when accessing a site, select Tools > Pop-up
Blocker menu and click on “Turn Off Pop-up Blocker”. Once you finished visiting the site,
you can turn it on to enable your pop-up blocker program.

Tip: You can press and hold Ctrl key while clicking on the link without the need to turn off
the pop-up blocker.

£] AIM Data Service - Microsoft Internet Explorer =
Fie Edt ‘View Favorites | Took  Help
. < Mail & =
Qoxk - @ - ¥ @ Pop-up Blocker ' Tum OFf Pop-up Blocker v\“‘ 3
yeldress @ http: {faimds.veas, Manage Add-ons... Pop-up Blocker Settings... I:] Go |

Synchronize, ..
Sfindows Update

Sindows Messenger
Create Mobile Favarite..,
Sun Java Console

Inkternet Options...

Welcome to AIM Data Service

AIM Data Service provides a range of online
reports for the 4IM Statewide Testing program
in Victorian Schoals.

AlM Data Service Systern Login

AlM Data Service Tutorial and Help

To permanently disable the pop-up blocker for the web site:

e Open Internet Explorer
e Click on Tools > Internet Options... and select Privacy tab
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Internet Options @

| General || Securty | Privacy | Content || Connections || Frograms || .&dvanced|

Settings
o b ove the glider to zelect a privacy setting for the Internet
= zone.

Medium

i i - Blocks third-party cookies that do not have a compact

i | . i privacy policy

i - Blocks third-party cookies that use personally identifiable
infarmation without wour implicit consent

- Restricts firgt-party cookies that uze perzonally identifiable
information without implicit conzent

[ Site=. . ] [ Impaort. .. ] [.-'ldganc:ed... ] Default

Fop-up Blocker
@ Frewvent most pop-up windows from appearing.

Block pop-ups

Settings...

[ k. ] [ Cancel ] Lpply

e Click on the “Settings...” button

e Enter “10.**.**.36" in the box under “Address of Web site to allow” Your school server
IP address

e Click on “Add” button

e The URL address “10.**.** 36” should be displayed in the “Allowed sites” box
e Click on Close then OK

Pop-up Blocker Settings

E xceptions

Fop-upsz are currently blocked. *r'ou can allow pop-upsz from specific
“web zites by adding the site to the list below.

Addresz of Web zite to allow:
aimds. woaa vic. edu.au /

Allowed zites:

* v, gow. au

Bemowve

Remowve All

Motificationz and Filker Lewel
Play a zound when a pop-up iz blocked.
Show [nformation B ar when a pop-up iz blocked.

Filker Lewvel:

| kM edium: Block most automatic pop-ups M

Fop-up Blocker FAQ
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2. Google toolbar Pop-up blocker

If you have installed Google toolbar for Internet Explorer, the Google toolbar will appear as
below.

@ AlM Data Service - Microsoft Internet Explorer LTJLE

File Edit W¥iew Favorites Tools Help

OBack 8 E @ .d\ }:‘ Search = - Favorites £ s :’IA E [J E} 3

Address |@ htkp:ffaimds, vcaa,vic edu, aufappstartup, aspx |:] ele} Lin
GDCIS[EY| M |C;| Search = @ F&(ﬁqulockﬁd )‘35 Check ~ “%, Autolink ~ & Autoril EOptions &

AIM Data Service - Microsoft Internet Explorer

File Edit View Favorites Tools Help rﬂf
Qbak ~ O - WA | Poearch Frravortes @ | - B - L) Br 3

Address @ http:ffaimds vcaa, vic,edu. aufappstartup, aspe IXI Go Links
GDCIS[EY| M |G| Search = @ FEagefant. @3 blocked | A% Check - iy, Autolink - =] AutoFl EOptions P

Click this button to ahways allow popups on aimds. vcaa,vic.edu.au

To let an individual popup through, press the Cerl key while dicking on a link,

Click on the “# blocked” button. The button will change to “Pop ups okay”. Now you can click
on the link to access web page. Once you have finished visiting the site, you can turn it on
to enable your pop-up blocker program.

Note: Depending on installed version, Google toolbar might be different form the above
description but the concept is the same. For more information about Google Pop-up Blocker
settings, visit:

http://www.google.com/support/toolbar/

&1 AIM Data Service - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help ?
Q) Back ~ ) EE| .Ajj pSearch j‘? Favorites £ [ = &,\ E LB 3

Address |@ http:ffaimds, veaa. vic.edu.aufappstartup.aspx M Go Links **
Google - | v [C] search ~ | g F,'*’Ljﬂ@ Popups okay |) 45 check ~ “I§ Autolink ~ | autorl B options &

.

Welcome to AIM Data Service

AlM Data Service provides a range of anline
reports for the AIM Statewide Testing program
in ¥ictorian Schools,

Al Data Service System Login

AlM Data Service Tutorial and Help
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3. Yahoo toolbar Pop-up blocker

If you have installed Yahoo toolbar for Internet Explorer, the Yahoo toolbar will appear as
below.

g i AlM Data Service - Microsoft Internet Explorer ; E E

Fle Edt Yiew Favortes Tools Help "

Qback - & - A &) | Lsearch Frravorites € | (3- 2 B - [ Br 3

Adess | ] http:fsimds. vea.vic. st aujsppstartup aspx Go | Links >
7 - 2| || searchweb = 2 B+ @ @ | val ~ vy vahoo! - EJ answers ~ »

|| AIM Data Servics H + add Tab|

AIM Data Service - Microsoft Internet Explorer

File Edit View Favorites Tools Help ,#

Qoak - © - B G Pseactr Frravones @ 2-% B -0 B 3

Address @ http:fiaimds.wcaa.vic. edu.au/appstartup, aspx Go Links

Y_’ - é_“'| |» searchweb + &7 - @Y @| (=) Mail ~ @My ‘fahoo! - Eannswers - »»

[] AIM Daka Servics H + 4dd Tab| P a5 ol
Total Blocked: 1 H

Click the “Pop-up Blocker” button to display the dropdown menu.

mta Service - Microsoft Internet Explorer
File Edit Wiew Favorites Tools  Help
@Back b > | |E] @ .f',) pSearch ‘f',‘?Favorites £ Ljv g;; E ] E} 3

Address |@ hikp:) faimds vcaa, vic edu,aufappstartup, aspx M e

Y! - é,_"| I:Hr Searchweb - A? Ev|@* @l = Mail -~ @My Yahoo! - Ea.ﬂnswers -
__" AIM Data Service | | = add Tab| v Enable Pop-Up Blocker

v Play Sound When Pop-Up Is Blocked

Always allaw Pop-Ups From. ..
Total Pop-Ups Blocked: 1

Wby am I still getting pop-ups?
Pop-Up Blocker Test
fore Help

>
Welcome to AIM Data Service A ,T'- 1M
' [ . m—

Turn off the Pop-up Blocker by clicking on “Enable Pop-Up Blocker”. The Tick will disappear.
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Wl’ta Service - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qback - & - X &) | Posarch SpFavorices @ | (- & @ - L) Br 3

Address |@ http: ffaimds.vcaa, vic, edu.aufappstartup. aspx |:.| 5o
Y_’ - é’l BH- Searchweb = &7 l%-| @' @ | =g mal - @My Yahoo! = mnnswers -
___ &M Data Service “ = add Tab| Enable Pop-Up Elocker <

v Play Sound When Pop-Up Is Blocked

Always allow Pop-Ups From. ..
Total Pop-Ups Blocked: 2

by am 1 still getting pop-ups?
Pop-Lp Blocker Test
More Help

~F
Welcome to AIM Data Service 4 "i m

Click on the link to access the login web pages. Once you have finished visiting the site, you
can turn your Yahoo pop-up blocker program by clicking on Enable Pop-Up Blocker. Tick
mark will re-appear to indicate it is enabled.

For more information about Yahoo toolbar, visit:
http://help.yahoo.com/l/us/yahoo/toolbar/

4. Norton Internet Security / Personal Firewall / Symantec Firewall

e Open Norton Internet Security/Person Firewall main window by clicking Start >
Programs > Norton Firewall

e Select the “Ad Blocking” line. The line should be highlighted.
e Then click “Turn Off” button
e Open Internet Explorer and try to access to the web site as normal

! Morton Personal Firewall

& Security Monitor | (&5 Block Traffic (('; Livellpdate Options -

[Norton Personal Firewall | System Status:

Status & Settings 4

@) Security On
Alering Lewvel .

) Personal Firewall On

Statistics ) Intrusion Detection oy
Subscription Services &) Morton Antivirus Zin
(¥ Privacy Contral on

(¥ Ad Blocking on

Configure

9 symantec. NortoPersonal Firewall™
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5. MSN Search Toolbar Pop-up Blocker

If you have installed MSN Search Toolbar for Internet Explorer, the MSN Search Toolbar will
appear as below.

File Edit Wiew Favorites Tools  Help

Qback - O X & |{'.‘_| 7 Search <7 Favorites 42 : ['.;-_fiv &, E A

Address @ http:ffaimds. vcaa, vic, edu. aufappstartup. aspx Go

l'l'lSl'.l" Search'web - # 7] W » 3 - Pspaces - [BMyMSN G News |
- & +l El AIM Data Service |

Click the “Pop-up Blocker” button to display the drop down menu.

File Edit ‘iew Favortes Tools  Help

QbBack ~ O - [¥ [&] 0| P search FrFavaites 8 | (- 5 [ - L) Br B3
Address @ http:{faimds, vcaa, vic.edu,aufappstartup, aspx

m v Search Web - @ = B|0Cked(1) z] i T “ T Q_:.\Spaces i EBMvMSN | News 6? o -
[;E T [Ef + @ AIM Data Service Allows Pop-ups

Allow Pop-ups for This Site
Feset Pop-up Counter

Options. ..

Select “Allow Pop-ups for This Site” to turn off the pop-up blocking for the web site.

W
File Edit ‘iew Favortes Tools  Help

Qs - O [ @ G| Psewch Frrmortes @ (3- % B 0 B 3

Address @ http:/faimds.vcaa, vic.edu. aufappstartup. aspx

msnY - . Searchweb ~ # 7] G Blocked (1) z] it v & - 4Pspaces - (Bmymsn gimews | Al @ -
B~ Lol [ &) A pata service | allow Pop-ups

Allows Pop-ups For This Site <@

Reset Pop-up Counter

Options...

Click the “OK” button in the confirmation window. Then click on the “Login” link to access the
web page.

6. AOL Toolbar Pop-up Blocker

If you have installed AOL Toolbar for Internet Explorer, the AOL Toolbar will appear as
below.

File Edit Wiew Favorites Tools  Help
Qiack ~ O - ¥ [ 0| Psearch FrFavorites 8 (2- & B - [ B o B
Address @ http: jfaimds. vcaa, vic.edu, aufappstartup, aspx

AOLE® - |,@ <|> Search [~ | iy - (' el ®T0p Staries (61 + [B) Investing = [%W5 Games ~ [E= Sports (103 + 24 ACLR

Click on the “Pop-up Blocker” button to display the drop down menu.
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l@] AIM Data Service - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

OBack L > | B @ .é ,OSearch ‘T,"?Favorites & |‘:_§]- &4 m J b} @P 3
Address |@ httpeffaimds. vcaa, vic, edu, aufappstartup, aspx

AOLEs ~ |,@ I:H» i -~ @ - [E v] @ Top Stories (6) - [ Investing  * [%4 Games = [E= Sportsi
‘Wiew Blocked Pop-ups 3
Allow Pop-ups From vic. edu.au

Elock Animated Media from vic.edu.au

v Play Sound for Blocked Pop-ups
w Play Sound For Blocked Rich Media

Turn Pop-Up Controls OFF <@

Welcome to AIM Data Service Set Pop-up Controls Preferences

Select “Turn Pop-up Controls Off” to disable the pop-up blocking feature. The menu label
should change to “Turn Pop-up Controls On”.

l%] AIM Data Service - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qeack - ) - F B | Psearch FrFavortes @ - B - [ B e 3
Address @ http:ffaimds. wcaa. vic. edu, aufappstartup. aspx
AOLE> -|,@ I:H» search [~ | My~ @ v | 27 +| @ Top Stories (6) - (B3 Investing = [%b Games  ~ [ES Sports (10
Yiew Blocked Pop-ups 3

Allow Pop-ups From This Site
Block Animated Media from vic,edu.au

v Flay Sound For Blocked Pop-ups
v Play Sound For Blocked Rich Media
Turn Pap-up Controls On

Welcome to AIM Data Service Set Pop-up Controls Preferences

Click on the “Login” link to access the web page.

Once you have finished visiting the site, you can re-enable your AOL pop-up blocker
program by clicking on “Turn Pop-up Controls On”.

7. Alexa Toolbar Pop-up Blocker

If you have installed Alexa Toolbar for Internet Explorer, the Alexa Toolbar will appear as
below.

L@] AIM Data Service - Microsoft Internet Explorer

File Edit Wiew Fawotites Tools  Help
aBack @ @ @ @ @ .fb pSearch {?Favurites & D:;Iv & - [J E;? 3

Address |@ http:/faimds.vcaa, vic.edu, aufappstartup. aspx

(@Alexa ||| |[@search -] [Bino[z| 12851 (]| victoran [/ 481 |[amazoncom.

Click on the Popup Manager icon to display the window below.
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i& ] Alexa Popup Manager Statistics - Microsoft Intern... [;][l]ﬂ‘

@ Alexa popup manager

Activity Log
Last Popup Blocked: vic.eduau

[Zun Jun 11 01:35:06 UTC+1000 2008)
Last Popup Allowed: rone

Popups Blocked
This Session: 3
Total: 5

Close this "Window

Popup Manager Options

@ & Internet

Select “Popup Manager Options” link.

l@ Alexa Toolbar Options - Microsoft Internet Explorer

File Edit Wiew Favarites Tools Help

Qeack - O - [ A .f‘,_ D search 57 Favorites 49 - = E L) B 8

Address |@ res: fialxRes, dIlfCHTML fconfig, html#popupmanagertop

@Mexa‘ |v” HQSE& rch H Securedrtranet site, or offline. Alexa info not available.

Popup Manager
Enable Popup Manager

Show Popup Manager Status on Toolbar

Turn off Popup Blocker feature by un-checking the “Enable Popup Manager”.
“Enable Popup Manager” should be unchecked as display.

l@ Alexa Toolbar Options - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qeack - O - [¥] 2] .f‘,_ D search <7 Favorites 49 (2~ = E L) B 3

Address |@ res: !l alxRes, difCHTML fconfig. html# popupmanagertop

@Mexﬂ-]l |[QSearch H Securedntranet site, or offline. &lexa info not available.

Popup Manager
(] Enable Popup Manager
Show Popup Manager Status on Toolbar

Visit the web site as normal.

Once you have finished visiting the site, you can turn on your Alexa pop-up blocker program
by clicking on “Enable Popup Manager”.
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8. Unauthorised Access error message

Users of a web site may receive the “Unauthorised Access” message. It is either caused by
the user not accessing the web site for a long time (re-logging on in this case) ...

@ https:ffaimds .vcaa vic.edu.au - Dummy - Microsoft Internet Explorer

You have attempted to gain access to this site without the
required access rights, or your session has timed out. Please

@ clase this window and try again.

... Or the web site is unable to identify the user’s session. Cookies were used to store user’'s
identification so Internet Explorer must allow cookies from the web site in this case.

To temporarily accept cookies from the web site:
e Open Internet Explorer
e Select Tools > Internet Options...
e Select “Privacy” tab

=

Internet Options E]-\

General Security| Privvacy |I:|:|ntent Connections | Programs | Advanced

Sethingz

0 Maove the ghder to zelect a privacy sething for the Internet

=8 zone.

Block All Cookies

- Conkies fram all web sites will be blocked
Esizting cookizs on your computer cannot be read by
eb zites

Import.... ] [.-’-‘-.dganced.(] [ Drefault ]

Pop-up Blocker
@ Presvent most pop-up windows fram appearing.

Block pop-ups Settings...

ok l[ Canicel ]
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e Click on the “Default” button or slide down the bar to “Medium” level
e Click “OK” to close the Internet Options window

Internet Options 2

| General || Securit_l,l[ Privacy | Content || Connections || Frograms || .&dvanced|

Settings

o bowe the slider to select a privacy setting for the Internet

=8 =zone.

Medium

- Blocks third-party cookies that do not have a compact
privacy policy

- Blocks third-party cookies that uze perzonally identifiable
information without your implicit consent

- Restricts first-party cookies that use persanally identifiable
information without implicit conzent

[ Sites. .. ] [ Import. ] [.-'hdganc:ed... ] Default

Pop-up Blocker
@ Frevent most pop-up windows from appearing.

Block pop-ups Settings...

[ ak, ] [ Cancel ] [ Lpply ]

Visit the web site as normal.

Once you have finished visiting the site, you can reset your “Privacy” setting back to the
higher level to block cookies coming from unwanted web sites.

Note: You may place the URL address in “always allowed to use cookies” web sites list by
clicking on the “Sites” button to open “Per Site Privacy Actions” setting window.
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